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ADM NI STRATI VE ASSI STANT TO THE CHI EF OF POLI CE

(Competitive Class)

GENERAL STATEMENT OF DUTI ES

Directs the general admnistrative activities of the police
department and assists the Chief of Police in the devel opnent,
preparation, and nonitoring of the departnmental budget.

DI STI NGUI SHI NG FEATURES OF CLASS

This class enconpasses a highly responsible admnistrative
position in the police departnment, the mmjor duties of which
i nclude assisting the Chief of Police in devel opi ng, preparing,
and nmonitoring the departnental budget; assisting in short and
| ong-range pl anni ng of prograns within the departnment; assisting
i n budget preparation and t he nmanagenent of departnment financi al
matters; and preparing reports and perform ng public relations
duties as assigned by the Police Chief. The Adm nistrative
Assistant to the Police Chief primarily works independently but
receives limted direct supervision reporting directly to and
having work reviewed by the Police Chief who is the i mediate
supervi sor for the enployee of this class.

EXAMPLES OF WORK
Exanples listed below are illustrative only. They are not

intended to include all duties which may be assigned, neither

are they intended to exclude other duties which may be | ogical

assignnents to the cl ass.

Manages assigned admnistrative functions of the police
departnment to assist and relieve the Police Chief of a wde
variety of admnistrative and clerical details through
perform ng specialized tasks in budget preparation, record
mai nt enance, and personnel adm nistration. Assists in the
research and planning for assigned progranms and activities.
Determ nes that all department personnel policies conform to
EECC st andards. Studies new | aws, regul ations, ordi nances, and
court rulings relating to police departnent operations to
determne if changes in departnment policies and procedures are
needed.

Assists the Police Chief in accounting for the noney and assets
of the police departnent. Manages bookkeeping of assigned
accounts to mintain accurate fiscal records. Gat hers
information for and assists in the preparation of the
departnmental operating budget. Prepares expenditure estinmates.
Aut hori zes expenditure of funds, making sure that such
expenditures are in accordance with the budget. Revi ews and
signs purchase requisitions, vouchers for paynent, or related
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financial records and sees that they are submtted to t he proper
authority. Purchases or recomends the purchase of equi pnent
and supplies in the manner provided by | awful authority, keeping
such purchases within the established budget.

Prepares payroll records. Conpi |l es and anal yzes data needed,
and writes reports required to docunent activity of the
departnment. Wites requests for grants or other special funds
to aid in the operation of the police service.

Serves as official departnent representative at any required
nmeetings in order to give reports, offer advice, mak e
recomendati ons, and keep inforned on local trends that nay
affect the police service. Wrks with boards and agenci es whose
rules and operations affect the careers of police departnent
enpl oyees or the work of the police departnent; provides these
boards and agencies with information, attends nmeetings to answer
guestions or participate in discussions, cooperates in projects,
or provides any other assistance which may benefit the police
depart nment.

Reviews work to be done and delegates assignnents to
subordinates for the effective operation of the departnent.
Qutlines responsibilities and duties for subordinates so that

they will know what they are expected to do and what results are
expected from their performance. Provides on-the-job training
for depart nment members, i ncluding explaining policies,

procedures, and rules, and providing assistance in technical
areas of work.

Prepares specifications on new police departnment equi pnent for
public bids. Meets with sales representatives to review
products and make deci si ons on purchasi ng.

Perforns any rel ated duties assigned.
QUALI FI CATI ON REQUI REMENTS

Unl ess ot herwi se specified, all requirenents nust be net before
adm ssion to exam nati on.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must be a current classified nenber of the Shreveport Police
Departnment with ten (10) years of |aw enforcenent experience
t herei n.

Must have a bachel or's degree in finance, public adm nistrati on,
personnel managenent, crimnal justice or any other related
curriculum and at least four (4) year of progressively
responsi ble experience as a paid full time enployee in |aw
enf orcenent positions.
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